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ORGANIZATION JID FUNCTIONS OF THR PL 3 ONWEL DIVISION 
nate enn EV LON 


Reference: Chenres }; bo \CIG Administrative Order 


mera dated 3 September 1946 


le On OPA Tent TON ey 4 1. \ 


faere has been establish the “cmiaistrative and 
Personnel Branch, a Pers sonnel ve responsible fer all 
personnel jane ee oak Ytactions EMS) On cif There is 
nereby established eva the “ivi ision jn following 


operating sections ae 

; Nv 

vo), Clussificetion and bolary Ldminis th bion vectton 
/ ', 


\ (activated) 
7 (19) wedical. services Section (activated) — 
(c) }¥rocurenent end Zssessment Section” ‘(activated) 
i (d) / Trensactions and hecords Section (activated) 
(e)/ Trdining section (to be activa ted) 
) Headcuarters: end Headquarters. haan (to be 


| got f. setivated) 
| } ~ ft) “slavél Counand “(to be sion (OX. 
po ay 1) 


‘ Zinployee’ lieLations Section (t oe activated) 


j on ‘ : : 
2, rer Toad rrons 


Herewith are established the functions and responsibilities 
er the? above vections: 


4 : 


Z 


(b) Clsseiticatien and Sulory. Administration Section: 
oi At 7 

\ ay ratunte Mo ad aséd: canedt of duties and resnon- 
bilibies in connection with the establistment end 
sification ok positions in the departmental and 

d service, in ‘accordance with the provisions of the 
assification Act P1923, as anended, 


: (2) Lsteblisn’ and Maintain formal written allocation 
: standards and syecifitations of the cuties end resyon- 


sibilities of positions, 


(3) lan and effect a salary administration program, 
with Special emphasis on excepted and unvouchered positions. 


Sine 


ae hh) Prepay res studies and analysis of the utilisation 
, dv 
_ of personnel for use in connection with organizational 
problems. 
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(b) Medical Services Section: 
on 3 - | (1) Develop and operate an employees! health 
: prograin, i 


(2) Provide complete inedical services for employeas 
including physical examination and x-ray, ond the treate 
ment of ilinesses and injuries incurred in line of cuty. 


(3) Operste disnensaries and enersencs, rooms. 
(c) Srocurenent and .9sescment Section: 
nein erate ee AY EC ULOI 


(1) Procure and ascien personiel required for 
domestic and foreicn operations, including militery and 
Naval personel, Liaison with bhe iar Department and 
Jevy Departinent.on the Drocurement ol service nersonnel. 


(2) Assist operating officials in the establishment 
of quelification criteria. ; 


(3) Serve as liaison with personnel  orocurement 
sources, 


(4) Plen, organize and conduct psychological assess- 
ment progrems to eveluate the ebilities end qualifications 
of employees and apolicants, 


(d) Transaction ind Records vection: 


(1) Certify, post, file end maintain all personnel 
files and records, 


(2) Control the ~rocessing of all personnel. actions 
and documents pertaining to domestic and foreign employces, 


(3) Apply current Civil Service Rules and Regule tions 
in the execution ana processing of personnel ections and 
cocuments. 


: (9) Trainine Section: 
So ee Peers 
, (1) Orzanize and conduct orientstion, on-the-job 


. training and vost~ew>loyment programs for foreign and a 
domestic employees. — (hy IN 
ca 5 . ¢ * 


(2) Plan end execute the orientation program fer 

employees, . ry 

(3) erepare trainin and procedural manuals for all 
types of personnel, including stenograpnic and clerical, 


os Spy RA eR ENE SERENE IEEE A oy pa sna tan 


aT 


ee 
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(f) Headquarters end Headquarters Detachment: 
er nd Headquarters Detachment 


(g) 


(1) Conduct administrative activities affecting 211 
military personnel assigned for duty, 

(2) Establish and maintain necessary personnel 
records and discipline, and install and maintain adequate 
Stores of supplics and equipment required by military 
personnel, in accordance with military rovulations. 


aval Command: 
mere IANO 


(1) Conduet administrative activities affecting all 
naval personnel assigned for duty, 


(2) Establish and maintain necessary personnel » 
records and discipline, and instell cnd maintain adequate 
Stores of supplies and equipment required by naval 
personnel, in accordance with naval regulations, 


Employee Relations section: 
cept earner onencan 


(1) Serve as licison Setween the employee and the 
operating officiels in connection with cnployee adjust— 
ments. Recom:end remedial action in morale cases 
involvins the agency and the employee, 


(2) Conduct the efficiency rating program, in 


woe te 


eccorannce with Civil Service rules and regulations, 


(3) Plen and conduct welfare activities ond serve 
as licison with credit unions, hospitalization and 
insurance organizations, organizational drives and 
promotionsl activities, . 


25X1A 


5 4 
Executive fer Personnel 


and Administration 
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C. Te G. ADIT SUELTIVE ORDER | 


ORGANIZATION AND FUNCTIONS OF THE PEMONNEL DIVISION 


Reference: Chenzes to CIG Administrative Order 25X1A 
BN c2tct 3 September 196 


nls ONGANTUL TIO 


Tere ss Deen established, within the .cmiaistrative and 
Personnel Branch, a Personnel Jivision to ve responsible for all 
personnel. manatenent funetions and procgrans 0 miGies There is 


nereby established ses bane versonnel Jivision the following 
operctine vections 


(2) Classification and wolary Jdministr:tion cection 
(activated) 

(b) Nedicel services vection (activated) 

(c) Vrocurement end Assessment Section (activated) 

) Transactions and hecords Section (activated) 

(e) Treining vection (to be activated) 

(f) Headcuarters end Headquarters Detachment (to. be 

cetiveted) 

(¢) Navel Coumand (to be activated) 

(h) Employee Nelations Section (to be activated) 


2, RELVPOWIBILITIES 


Herewith are established the functions and responsibilities 
of the above Sections: 


(2) Classification and Salary Administration Section: 


(1) Evaluate the assivnment of duties and respon- 
sibilities in connection with the establishment and 
classificetion of positions in the departmental and 
icld service, in accordance with the provisions of the 
Classification Act of 1923, as amended, 


4 : | (2).. Bebebligh and Heintein formal uritten allocation 
Standarcs and snecifications of the duties and respon- 
sibilities of positions, 


oe (3) Plan and effect a salary administration program, 
with special emphasis on excepted and unvoucnered positions, 


! ; 
m4 : li) ®repares studies and analysis of the utilization 
Y 

of personnel for use in connection with organizational 
_problens, ; 


cee ELEMENT E tovgemnrrn ce ters 
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(b) Medical Services Section: 
(1) Develop and operate en employees! health 
prozram, . 


(2) Provide complete medical services for employees 
including pnysical examination. end x-ray, and the treat» 
ment of illnesses ond injuries incurred in line of duty. 


(3) Operste cispensaries and emercency rooms. 
(c) Procurenent and Jssessment Section: 
ett ar ef ch eal eters ot eee eg a oe 


(1) Procure anc assitn personnel required for 
domestic and foreitn operations, including militery and 


naval personnel, Ideaison with the var Department and 
Nevy Departient on the orocurement of service nersonnel, 


(2) assist operating officials in the esteblishment 
of qualification criteria. 


(3) Serve as liaison with personnel »rocurement 
Sources « 


(.) Plan, organize and conduct psychological assess- 
ment progrems to evaluete the abilities end cuelifications 
of employees and apolicants, 


(d) Trensaction znd Records section: 


(1) Certify, post, file end maintain all personnel 
files and records, 


(2) Control the processing of all personnel actions 
and documents pertaining to domestic and foreign employees, 


(3) Apply current Civil Service Rules and Regula tions 
in the exccution and processing of personnel actions and 
I if 
Cocunents . 


(9) Training Section: 
orem wectlon: 


(1) Organise and conduct orientstion, on-the-job 


training and vest-eaployment programs for foreign and 
domestic employees. 


(2) Plan end execute the orientation program fer 
employees. . . 
(3) Prepare training end procedural manuals for all 

a -types of personnel, including stenograjnic and clerical, 
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(a) Headquarters and Headquarters Detachment: 


(z) 


(1) Conduct administrative activities effecting all 
military personnel assigned for duty. . 


(2) Establish and maintain necessary personnel 
records and discipline, cnd install and maintain odequate 
stores of supplies and equipment required by military 
personnel, in accordance with military regulations. 


Naval Command: 
(1) Conduct administrative activities affecting.all 
nevul personnel assigned for duty. 


(2) Establish and maintain necessary personhel 
records and discipline, and instell snd maintain adequate 
stores of supplies and equipment required by naval 
personnel, in accordance with naval regulations,. 


Employee Relations 3ection: 
ed ee Ce ul on 

(1) Serve as licison between the employee and the 
operating officials in connection with employee adjust— 
ments, Recomacnd remedial action in morale cases 


involving the agency and the employee. 


(2) Conduct the efficiency rating vrosran, in 
accorasnce with Civil Service rules and regulc tions, - 


(3) Plon and conduct welfare activities cand serve: 


‘as: licison with credit unions, hospitalization and 


insurence organizations, organizational drives and 
promotionsl activities, 


25X1A 


vOLONEL , Us. 
‘Executive fer Personnel 
.and Administration . ns 
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i DIRECTOR OF CENTRAL INTELLIGENCE S 

me eee - DEPUTY DIRECTOR, C.1.G. W. Europe-Africa branch 

- Furope-USSR Branch 
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_ _____ RECOMMENDATION ____ PREPARATION OF REPLY: ___ FILE 

- __ SIGNATURE __CONCURRENCE ___ DISPATCH 
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Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050018-0 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED | 


STATINTL 


Gad coc rameacerreaaae Ee Me ee Ee Ly 


% STANDARD roRM No, 64 


' ere For Release 2001/07/12 : CIA-RDP81 -00728R000100050018- 0 


a Office Memorandum * UNITED STATES GOVERNMENT 


Executive for Personne]. and Administration 
sae Edward R, Saunders, Chief, Finance Division ME . 


SUBJECT: | 
Proposed Procedure Issuance 


a 1. There is transmitted herewith the orisinal and one copy of a 

-_ draft of a CIG Admimistrative Order covering the organization, functions 

and responsibilities of the Personnel Division. This draft was developed 
in the Personnel Division and has been reviewed and approved by the 
Chief, Personnel Division. 


2, Will you kindly review this draft and if you consider it to be 
satisfactory please approve and releases . 
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GENTRAL INTELLIGENCE GROUP 25X1A 
C. I. Gs ADMINISTRATIVE aa 
ORGANIZATION AND FUNCTIONS OF THE PERSONNEL DIVISION 
ievaréndds 4 to CIG Administrative Order 
; ad... 5 September 1946 


1. ORGANIZATION 


25X1A 


Thore has been eatablished,within the Administrative and Personnel 
‘Branch,a Personnel Division to be responsible for all personnel menage- 
mont functions and programs of CIG. There is horeby established within 
the Personnol Division the following operating Sections; 


(a) Classification and Salary Administration Section (activated) 
i Medical Services Section (activated) 

(9) Proourenent and Assessment Seotion (activated) 

(4) Transactions and Records Section (activated) 

(e) Training Section (to be activated) 

(f) Headquarters and Headquarters Detachment (to bo activated) 
(g) Naval Command (to be activated) . 

(h). Employee Relations Section (to be activated) 


Ze RESPONSIBILITIES 


Herewith are established the functions and rosponsibilities of the 
above Sections; ; 


(a) Classification and Salary Administration Seotion: 
eae een ree meee eee niente tenet ee nn 


(1) Evaluate thé assignment of duties and responsibilities 
in connection with ths establishment and classification of 
positions in the departmental and field service, in accordance 
with the provisions'of the Classification Act of 1928, as amended. 


(2) Establish arid Maintain formal written allocation 
standards and specifications of the duties and responsibilities 
of positions. 


(3) Plan and effect a salary administration program, with 
special emphasis on excepted and unvouchered positions. 


(4) Develop and maintain a sound organization through 
studies and analysis of the utilization of personnel. 
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(b) Medical Sorvices Section: : 
(1) Develop and operate an employves! health program. 


(2) Provide complete medical services for employoes 
including physical examination and x-ray, and the treatment 
of illnesses and injuries inourred in line of duty. 


(3) perate dispensaries and omergency rooms. 
(0) Proourement and Assessment Section: 
(1). Procure and assign personnel required for domestic 
and foreign operations, including military und naval personnel. 


Liaison with the War Department and Navy Department on the 
procurement of service personnol. 


| (2) Assist operating officials in the estublishment of 
qualification criteria. 


(3) Serve as linison with personnel procurement sources. 


(4) Plan, organize and conduct paychological assessment 
programs to evaluate the abilities and qualifications of 
employees and applicants. 


(d) @ransaction and Records Seotion: 


(1) Certify, post, file and maintain all personnel files 
and records. 


(2) Control. the processing of all personnel actions and 
documents pertaining to domestic and foreign employees. 


(3) Apply current Civil Service Rules and Regulations 5S 
the execution and processing of personnel actions and documents. 


(e) Training Section: 


(1) Organize and conduct orientation, on-the-job training 
and post-employment programs for foreign and domestic employees. 


2) Plan and execute the orientation program for employees. 


(3) Prepare training and procedural manuals for all types 
of personnel, including stenographic and clerical. 


au 
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(f) Headquarters and Hoadquartors Detachment: 
Snr ermnenneneetnre ete ROR Ae 4 eae eONT ine shcrdaagmeheemetl a soeneettaeematbivaueetmnnsoh 


(1) Conduct administrativo activities atfeoting all 
military poraonnel assigned for duty. 


(2) Establish and maintain necessary personnel records > 
and discipline, and install and maintain adequate atores of 
supplies and equipment required by military personnel, in 
accordance with military regulations. 


(g) Naval Commands 


(1) Conduct administrative activities affecting all 
naval personnel assigned for duty. 


(2) Eetablish and maintain necessary personnel records 
and discipline, und install and maintain adequate stores of 
supplies and equipment required by naval personnel, in 
accordance with naval rogulations. 


(h) Employee Relations Section: | 


(1) Serve as lisison between the employee and the operating 
officials in connection with employee adjustments. Recommend 
remedial aotion in morale casos involving the agency and the 
employee. 


(2) Conduct the efficiency rating program, in accordance 
with Civil Service rules and regulations. 


(3) Plan and conduct welfare activities and serve ag 


liaison with ¢redit unions, hospitalization and insurance 
organizations, orgayizational drives and promotional activities. 


(jad 


: ie 
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e al 19h a creer amen Seen 25X1A 

Ce T. G. ADLINISTIATIVE ORDER : 


ORGANIZATION AND FUNCTIONS OF THE Pul tONNEL DIVISION 


25X1A 
Reference: Chenres to CIG Administrative Order 


dated 3 September 1946 


Le ONGANCULTTON 


There has been established, within the “cmiaistrative and 
Personnel Breneh, a Personnel Division to be. responsible. for all 
personnel management functions and vrotrams of CIS, There igs 
hereby established within tie Sorecanel ~ivision the following | 
overetine weetions: 


(2) Glussiffication and oclary -.dministr.tion wection 
(a 1otivated) 

(>) Medical services section (activated) 

(c) Procurement end assessment Section (activated) 

(d) Trensactions.and Kecords Section (activated) 

(e) Treinine section (to be activated) 

(f') Headcuarters end deadquarters Detachment (to be 
activated) 

(g) Naval Counand (to be activated) 

(h) Employee Kelations section (to be activated) 


20 REGPOWIBILITIES 


Herewith are established the functions and responsibilities 
of tne above Sections: 


(2) Classification and Sslery Administretion Section: 
LTS <cnpavesan yn 9paenerennnn tty diinrecncsey—n-ont 


(1) Evaluate the assijnment of duties and respon- 
Sibilities in connection with the establistment. and 
classification of positions in the departmental and 
Tield service, in accordance with the previsions of the 
Classification Act of 1923, as amended, 


(2) usteblis “1 ond Haintain formal written ellocation 
standards and svecifications of the duties and respon 
sibilities of positi ONS « 


(3) Plan and effect a sal ary administration procram 
With special emphasis on excepted and unvoucnered positions. 


(4) Prepares studies. and analysis of’ the utilization 
‘of personnel for use in connection with organizational 
problems. 


SPPECTIVE 30 JUNE 1947 cIG ADHINISTRATIVE ORDERS WILL R Poiacae oe: pone ee 
at ace Sess ain .. CANCELLED... OR... SUPERSEDED Wo esone nnn : 


shear eu SSH 
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(b) Medical Services section: 


(1) Develop and operate en employees! health 
projrram, 


(2) Provide complete medical services for employees 
including physical examinetion and x-ray, and the treat- 
ment of illnesses and injuries incurred in line of duty. 


(3) Operste dispensarLes and enersency rooms. 
(c) Procurenent and .ssessnent Section: 


(1) Procure and assign personnel required for 
domestic anc foreizn operations, including militery and 
‘Navel personnel, Lietson with the ver Department and 
Navy Department on the orocurement of service personnel, 


(2) Assist operatinn officials in the establishment 
of quclification criteria. 


(3) . Serve as liaison with personnel ~rocurement 
sources. 


(hi) Plan, organize and conduct psychological assess— 
ment progrems to evalucte the ebilities end qualifications 
of employees and apolicants, 


(d) Transaction end Records section: 


(1) Certify, post, file cnd meintain all personnel 
files and records, 


(2) Control the processing of all personnel actions 
and documents pertaining to domestic and foreign cmployees,. 


(3) Aoply current Civil Service Rules and Reguie tions 
in the execution and processing of personnel actions and 
t 2 BS 
cocuments, 


Bee : (3) Training Section: 


(1) Organize end conduct orientstion, on-the-job 
training and post-eaployment »rocrams for foreign and 
domestic enmlozvees. 

(2) Plan and execute the orientation program fer 
employees. i. 

(3) Prepare training end procedurel manuels for all 
types of personnel, including stenographic and clerical, 


~e 


Approved For Release 2004/07/1 2: CIA-RDP81 -00728R000100050018-0 


a veer - Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050018-0 — | — 


— (f) Headquarters and Headquarters Detachment: 


| (1) Conduct cdministrative activities affecting all 
ao . - military personncl assigned for duty. 


on (2) Establish and maintain necessary personnel 
records and discipline, ond install and maintain adequate 
Stores of supplios and equipment required by military’ 
personnel, in eccordance with military rezulations. 


(g) Naval Command: 


(1) Conduct administrative activities affecting ..all 
naval personnel assigned for duty. 


(2). Esteblish and maintain necessary personhel 
records end discipline, and instell snd iaintuin adequate 
stores of supplies and equipment required by naval . 
personnel, in accordance with naval regulations. 


(h) LEmployce Relations Section: 


(1) Serve as licison between the employee and the 
operatine officiols in connection with employee adjust~ 
ments. Recomsend remedial action in morcle cases 
involving the ageney and the onployec. 

(2) Conduct the efficiency ratinc program, in 
accordsnce with Civil Service rules and resgul:tions, 


| (3) Plan and conduct welfare activities and serve 
as lisison with credit unions, hospitalization and 

| insurance organizations, organizational drives and 
promotional activities, 


25X1A 


Colonel, CAC. 
‘ Executive fer Personnel 
and Administration 


. 
Reiner saree Py ane, 
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